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Introduction 
[bookmark: _GoBack]The project plan has been defined as a document that is used at every phase of a project.  Jason Matyus (2017). A project plan is a document that sets out the project goals, objectives specified tasks and the goals are supposed to be achieved. It provides direction to the entire project. It also identifies the roles and responsibilities of the stakeholders. A project plan should show all the tasks that needs to be completed, who will be doing those tasks. It should also include the key dates or milestones for phase by phase delivery and final completion of the project. The key stages of a project plan are as follows
a. Set Project Goals: To set the project goals, you need to understand who the stakeholders are and their needs. The needs of the stakeholders important to the project should be needs that are beneficial. The list of the stakeholders needs is meant to help create a set of easily measurable goals. The best way of doing this is to preview the list against the SMART principle technique.
b. Define the deliverables: identify the deliverables that needs to be produced in order to meet the goals of the project then estimate the due dates for each of the deliverables in the project.
c. Create the project schedule: Define the different tasks that needs to be completed in order to accomplish each deliverable. You have to determine the amount of time it will take to accomplish each tasks, the necessary resources and who will be responsible for its completion. Next identify your dependencies and input the dependencies deliverables into your Gantt chart.
d. Identify issues and complete a Risk Assessment: Identifying and managing risks is an important part of project management. You need to identify as many risks as possible and develop plans on how you will manage them.
e. Monitor Progress: It is important to monitor your progress and refer to them throughout the lifecycle of the project. This will help you to track your progress towards your objectives and identify problems or risks at an early stage. 
The project plan is for the relocation and expansion of a business to Kennington. The major reasons for the relocation is that the business is growing and doing very well at its present location that the Project Sponsor believes that it could do better in a new and larger location. Secondly, the business is also expected to experience a profit growth of about 50% in sales. Lastly, the business is expected to attract greater number of customers in the new location.
The major goal of the project is to relocate the store to Kennington. The objectives are as follows; to get the store ready for the Christmas sales.  This will be measured by the store opening at the time proposed and everything being in place by the 11th of December. Increase the number of customers to 50% within the next three months. This will be measured by comparing customer figures month by month. To drive up sales and increase the profits by over 50%. This will also be measured by monitoring sales figures month by month. To close the old store by the 9th of December.
There are quite a few milestones in every project. These are like objectives that needs to be achieved. The major goal of this project is to make sure that the store opens by the 11th of December. The second milestone is to acquire the new building and pay for the lease latest by the 13th of October. The Project Manager who is also the Director of Finance will be responsible for the completion of each objective.
In order to make sure that the project has been successful, the Project Manager will have to conduct a Post Implementation Review (PIR). This will help the Project Manager to evaluate whether
· the project delivered on its objectives;
· other actions could bring even greater benefits;
· Lessons can be learned from the process to inform future projects
The review will be scheduled for 6 months after the opening of the store. This will allow time to calculate the actual profits of the store and the number of new customers attracted after the store opened. In this way, any problems that had come up can be properly dealt with.
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	COST BENEFIT ANALYSIS OF THE RELOCATION OF SUNSHINE CLOTHING STORE TO KENNINGTON

	COSTS

	Category
	ITEM
	QTY
	PRICE
	TOTAL

	New Location
	Building/Property Lease
	1420sq.ft
	£4,300pcm
	52,000yearly

	Construction
	Fittings, painting and decoration
	
	
	7000

	Installation
	Computers and software for the offices and tills
	10
	2,500
	25,000

	Installation
	Cables, internet and telephones, heating air conditioning and ventilation
	
	
	35,000

	Removals
	Moving equipment and stocks to new location, disposal of old fittings, computers and rubbish
	
	
	10,000

	Cleaning
	Cleaning and tidying the new store before and after moving in. Also to tidy the old place after the move.
	
	
	5000

	Insurance
	Cover for items that might get damaged or stolen during the move.
	
	
	6,820

	Legal
	For all legal issues like licences, legal agreements, lease agreements etc.
	
	
	12,000

	Health and safety
	For fire assessment plan, extra security, health and safety on site whilst work is going on
	
	
	7000

	PROCUREMENT
	Computers
	10
	2,800
	28,000

	
	Server
	1
	3,500
	3,500

	
	Printers
	2
	1,500
	3000

	
	Stocks
	
	
	500,000

	
	Cables, internet and telephones, heating air conditioning and ventilation
	
	
	12,000

	TRAINING
	Computer Skills and Till operations
	10
	400
	4000

	
	Office Software
	10
	4000
	4000

	
	Customer Service System
	16
	800
	12,800

	Contingencies
	
	
	
	80,000

	                                                                                                  
	
	      Total
	Cost:
	722,200




	BENEFITS (ESTMATED PER year)

	Profit growth @ 50%
	2.4M

	Sales Increase and Customer Retention
	200,000pcm

	
	



EXPLANATION OF COST BENEFIT ANALYSIS
The total cost of all works, purchases and installation is billed at about £722,200 inclusive of a contingency allowance of £80,000. The Project Sponsor made available a sum of £477,800 in the case of anything forgotten or not envisaged. 
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In this assessment we present a project plan for a business to relocate to Kensington. The business is already existing and needs to expand hence the need to relocate to a better site. 

	1.3 Project Initiation Document (PID)
 (Blank PID to copy and paste into your assignment to fill in)
	Tick when complete                      

	Section 1 – What is the project all about?

	

	Project Title 
The expansion and relocation of Sunshine clothing shop to Kensington

	

	Background 
The Sunshine clothing is growing bigger in a small and limited space. There is the need to move the shop to a new location with a larger space where there is a need for a clothing shop that caters for the high class population of Kensington without much competition.

	

	Purpose
The purpose of this project is to relocate and expand the Sunshine clothing shop to the Kennington area with the view of providing quality fashion clothing and accessories that matches the taste of the high class populace in the area.
 It will also cater for the fashion needs of the affluent working class people within the vicinity.
	

	Objectives (and how they will be measured)
· The main objective is to get the store ready for the Christmas sales.   Will be measured by the store opening at the time proposed and everything being in place by the 11th of December.
· Increase the number of customers to 50% within the next three months. Will be measured by comparing customer figures month by month.                                                                
· To drive up sales and increase the profits by over 50%. Will be measured by monitoring sales figures month by month.
· To close the old store by the 9th of December


	

	Project scope
All stakeholders including the employees of Sunshine clothing shop.

	

	Exclusions from scope
Pregnant women and employees on sick leave.

	

	Deliverables (including dates of completion)
· Opening of the new store by 11th of December.
· Closing of the old store by the 9th of December.
· Monthly customer figures update presented to the Senior management team by the customer service manager.(30th monthly)
· Monthly sales figures presented to the Director of Finance by the Account’s departmental head.(30th monthly)

	

	Constraints
The completion date will depend on how the date construction and the decoration of the shop floor is completed.

	

	Assumptions
The old store will continue running in the case where the completion date is not possible.

	

	
Section 2- Why continue pursuing the project?                      
 Business case: Project Benefits
           
· Increase in sales profits of the store by 50%
· Increase in the number of customers by 50% due to the size of the new store.
	

	Options 
· Relocate the store to a new area and also to expand operations to attract more customers.
· Rent a similar building probably within the same vicinity of the old store.
· Create more space within the old store to accommodate new stock.
	

	Cost and timescale 
The new store is expected  to be ready for launch for Christmas sales within 3 months at an estimated cost of £1.2m
	

	Cost/Benefit Analysis
	

	Risk Analysis: Risk Identification 
· Moving equipment and stocks from the old store to the new one.
· Installation of equipment and software.
· Health and safety on site whilst work is being carried out.
	

	Risk prevention 
· Use proper and sturdy vehicles whilst transferring equipment and stocks.
· Make sure that all due care is taken by professionals who would install the equipment and software.
· Train all staff and site workers on health and safety regulations to avoid any accidents on site.


	

	Risk management 

	

	Risk Monitoring 
The project Manager in conjunction with all heads of departments will be expected to monitor the movement of equipment from one store to the other.
The IT manager will also monitor the installation of all software and computers in the new store.
	

	Section 3- Who will work on the project?
	

	Roles and Responsibilities
· The project team include; The project Sponsor, Project manager, procurement officer, all departmental heads, IT expert 
· The project manager is to assign roles and responsibilities to different employees when need to
· Project manager is to supervise every activity taking place within the premises to make sure the outputs are of quality and meet the set standards. The procurement officer is in charge of all transactions taking place in the stores. The transactions include purchasing of computers, stock and employing of staff members. Departmental heads are to ensure everything is right and nothing is missing to enhance and support sales.
· IT expert is to make sure right computers have been purchased, installation of software is done correctly and any error arising is corrected within time hence not affecting sales in any way.
· The Project manager is to undertake a post-implementation review to ascertain everything done is of quality and meets the standards required. 
	

	Project Organisation Chart

	

	Names of: Project Sponsor
Senior Management Team

	

	Project Manager (PM)
Director of Finance
	

	Section 4:  How and when will the project be delivered?
	

	
Initial project plan
· Tenders of stock and equipment to be received by 6th December
· Computers should be delivered by 10th December 
· Installation to be done before 11th December 
· Post Review should be done before 12th December

	

	
	

	Schedule chart, Gantt chart
Appendix 1
	

	Human Resource requirement  

	

	Support Staff

	

	Project control 
· The procurement officer will be at stake to monitor the purchases being made in that or she can make returns to the Project manager who acts as the financial officer. This will facilitate the formation of trial balance on how funds have been used and if there is need of extra cash, it will be made available. Weekly reports will be required till the project is over.
· The department nominees will be on standby to ascertain their departments are equipped appropriately without mixing up clothes. Monthly reports will be submitted for approval to see how sales were made and if profits realized correspond to the stock 
	

	Communication channels 
· Once an agreement has been compiled and the project starts being implemented, the staff will be notified of anything arising through daily circulars made by the project manager. Everything coming or any changes which need to be incorporated will be subjected through the PM and necessary documents written. The circulars will be mounted on strategic positions in that every staff will be able to read them on time. This will facilitate effective communication between the staff members working on the project.
· If the change is urgent, the phone numbers provided will be efficient to be used. The manager is to make the calls to the affected department in that such an emergent change can be included in the plan. It is good for the affected department to know the situation before beginning to work. Others will come to know later as they are not concerned that much. This will ensure nothing is doubted like funds stealing or change of plan without others knowing. Another reason for others to know is due to the connection created in through the combination of activities.

	

	Quality Control
· Regular reports and checks will ascertain how effective the project is. This will be done daily and even at the end of week.
· Post-implementation review will examine how the project was carried out too.
	

	
	


                   






Appendix 1. Gantt chart
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